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Introduction 



Appointment, Remit and Meetings 

1 . We were appointed by the Secretary of State in October 1967 with a remit 
‘ ‘ to examine in the light of modern educational developments the requirements 
for recording pupils’ progress in primary and secondary departments and to 
make recommendations 

2. We held nine meetings between December 1967 and March 1969 and now 
submit our report. 

Nature of the Task 

3. We interpreted our remit as an assignment calling for a fundamental 
reappraisal of the requirements for recording pupils ’ progress, rather than merely 
the revision of the existing form of progress record. Obviously such a task raised 
several important issues. We had to consider the difficulty of recording progress 
for individual children within the context of modern educational methods and 
techniques, the role of the staff of a school as observers and recorders of 
information and the whole complex of relationships and responsibilities among 
headteachers, teachers, parents, pupils and those others who might require to 
have made available to them information recorded in a progress record. It also 
seemed to us from the outset that we must interpret “ requirements ” in a 
broad sense and that this would involve an investigation of the existing and 
possible future arrangements for preserving, transmitting and disposing of 
pupils’ progress records. 

Obtaining of Evidence 

4. We decided that as a Working Party composed mainly of headteachers and 
teachers we should not try to acquire and sift a mass of information and 
suggestions but should from the outset apply ourselves to the basic questions of 
principle implied in our remit. We felt that some questions might best be tackled 
by small study groups and that the emerging conclusions should be subjected to 
critical assessment both within the Working Party as a whole and also where 
necessary by teachers and others outside the Working Party who were prepared 
to comment on a hypothetical and confidential basis. 

5. We obtained some information about types of pupils’ progress records 
used in the U.S.A. and in particular schools in Scotland. Having considered these 
we reached two early conclusions : 

(1) that the establishment of staff in Scottish schools, teaching and non- 
teaching, was unlikely for some years to come to permit the introduction 
of sophisticated and elaborate techniques for recording and processing 
records of individual pupils ; 

(2) that the variety of forms of organisation within secondary schools, 
differences in existing curricula and possible future curricular 
developments, would make it very difficult to draw up any standard 
form of educational record for secondary pupils. 
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I. Approach and Methods 

Purposes of Record Card 

6. The following seemed to us to be the main purposes for which pupils 5 
progress records could reasonably be of value : 

(a) To record the basic administrative and factual information about a 
pupil which is required by every school. 

(b) To enable the teacher or headteacher to record possible educational, 
psychological or health difficulties which might affect a pupil’s progress 
at school and to show the remedial action taken. 

(c) To enable a headteacher to organise his school or a teacher to organise 
teaching groups in the best interests of individual pupils and of the 
school as a whole. 

(d) To enable appropriate educational or vocational decisions to be taken 
at critical stages in a pupil’s school career, e.g. on a change of school or 
of teacher, on transfer from primary to secondary education, or on the 
attainment of the statutory school leaving age. 

(e) To enable the teacher or headteacher through the accumulated 
information to develop a closer knowledge and understanding of his 
pupils. 

(f) To provide as far as possible one cumulative record which would contain 
all the information about a child which might reasonably and properly 
be sought by such agencies as child guidance clinics, school welfare 
officers, school medical officers, children’s panels established under the 
Social Work (Scotland) Act 1968 and the Youth Employment Service. 

We were also of the opinion that we should attempt to incorporate within the 
record card the educational information about a pupil’s progress which is 
conveyed termly or annually by the school to the parent or guardian. 

Principles 

7. In attempting to design a new form of progress record we appreciated that 
much of the information recorded therein would necessarily be subjective in 
origin and would be likely to involve an appreciable expenditure of time and 
care by teaching staff. We therefore declined to examine the more speculative 
uses which might be made of record cards, or indeed any use which would not be 
of general application. We agreed that whatever the information to be recorded, 
certain basic principles must govern its collection and recording, viz. the 
information must be such as to offer benefit for the pupil concerned ; it must 
manifestly be of practical value ; confidential elements must be safeguarded ; 
and it must be such as could be properly obtained and recorded. 

8. Individual benefit. The fundamental purpose of progress records is to 
provide information to teachers and headteachers so that individual children 
may be enabled to realise their full educational potential — using the term 
“ educational ” in its wider connotations. 
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Practicality. Under this heading a number of separate but related points 
need to be emphasised. 

(i) Pupils’ progress records must be documents which will be manifestly 
useful to teachers and headteachers. 

(ii) The information to be entered in the progress record should be readily 
available to the teacher or other person responsible for collecting it. 

(iii) The form of record should be such as to make it easy to enter information 
and to revise it from time to time. 

(iv) It should not duplicate information readily available elsewhere— except 
where it may be particularly desirable to record such information. 

Confidentiality. If pupils ’ progress records are to be really helpful to teachers 
some of the information recorded must necessarily be of a personal and private 
nature. We felt that the only way to safeguard the interests both of teachers 
and of pupils was to classify progress records as ‘ ‘ confidential ’ ’ and treat them 
as such, i.e. make them available only to members of the school staff, teaching 
and administrative, as authorised by the headteacher and not directly to any 
agency outside the school. 

Propriety. Neither the method of collecting and recording information nor 
the use made of it should involve any unethical action. This is a statement of 
broad principle ; we do not think it necessary or desirable to discuss in a report 
of this kind what would or would not constitute an “ unethical action ” in the 
context of compiling or using pupils’ progress records. 



Scope of information to be recorded 

9. We referred earlier (paragraphs 5(1) and 7) to the desirability of limiting 
the scope of the information to be recorded and the range of purposes which 
pupils’ progress records ought to serve. Such limitations are necessary not only 
because of principle but also to ensure that the teaching and administrative staff 
of schools are not burdened by the need to compile unnecessarily elaborate 
records. Many teachers, especially in primary schools, are bound to acquire a 
great deal of information about the personalities and the environmental 
circumstances of individual children. Much of this they will put to good use in 
the classroom without recording it ; much will be incapable of being recorded in 
a form which would be of value to other teachers ; and much could be recorded 
without benefit to the pupils and at the expense of time which could be better 
spent. Our aim has been to suggest ways of recording essential information to 
take due account of modem educational developments without imposing too 
heavy a burden on those who maintain the records. With this in mind we set out 
to examine, first of all, the possibilities of drawing up for primary pupils a 
standard form of record in which information might be entered under the broad 
headings of administrative information, educational record, health record, 
record of emotional/social development. 

10. We took the view that at least as far as pupils at the primary stage were 
concerned, a standard form of record for adoption on a national basis was feasible 
despite the diversity of approach resulting from the adoption and interpretation 
of modem methods in many primary schools. We saw considerable merit in the 
idea of pupils’ progress records continuing to he in standard form, enabling 
pupils who moved from one school to another to be assessed and understood as 
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nearly as possible by the same criteria as those of the school to which they moved. 
It seemed to us that it would be necessary to design a separate form of educational 
record for those pupils in special schools and classes who suffered from mental 
handicap, but that otherwise a standard form recording information under the 
headings listed at the end of paragraph 9 would meet the needs of pupils 
receiving special education. The secondary stage posed more problems and a 
study group from within the Working Party was formed to consider the 
possibility of devising a standard form of record for secondary pupils (see 
paragraphs 35 and 36). 

11. Before we reached final conclusions on the form of record to be 
recommended we undertook some modest 4 ‘ field trials * ’ with the proposed 
primary school record. We were fortunate to have the co-operation at short notice 
of a number of Scottish primary schools in different areas who completed the 
educational section and used it as a school report to parents. This pilot venture 
fortified us in our belief that the standard form of record shown at Appendix 1 
can be regarded as a valuable document suitable for use throughout Scotland. 
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II. Prescription of Form or Content 

Should a specific form of pupils’ progress record be prescribed ? 

12. We have made it plain that in considering what should be recorded we 
regarded the educational interest of the individual child as being of paramount 
importance. Accordingly we were attracted by the idea that so far as was 
practicable a standard form of progress record should be universally adopted 
throughout Scotland, to avoid the possibility of a child’s educational career 
being adversely affected, e.g. on a change of school, as a result of the adoption by 
different authorities of different methods and standards of assessment, with 
consequent problems of interpretation. It followed that we were also attracted by 
the idea of guaranteeing such uniformity by the retention of statutory provisions 
which would prescribe a standard form of progress record to be used for every 
pupil in schools subject to the Schools (Scotland) Code, 1956, i.e. grant-aided 
schools and schools managed by education authorities. 

13. The possibility of prescribing a particular form of record depends by 
definition on the possibility of designing an acceptable standard form. Our 
examination of the variety of types of school and class organisation, courses, and 
possible curricular developments in secondary education pointed inescapably, 
however, to the conclusion that no standard form of educational progress record 
could be designed that would have practical value for all secondary schools. 
Thus we were left with the question whether a standard form of record for 
primary schools such as we recommend, or any other standard form of record, 
should be made mandatory. 

14. We were somewhat reluctant to consider anything short of a prescribed 
form of record for primary pupils. On the other hand we felt that the judgment of 
a pupil’s educational capacity or of his home background would seldom depend 
entirely on his progress record, and that even where some such risk might exist, 
it had to be weighed against other important matters of principle. We questioned 
whether the degree of risk to the educational interest of an individual pupil, if 
the form of record were not in universal use, would be such as to justify statutory 
prescription ; and we came to the conclusion that statutory control over the 
work of primary schools should not extend to such detailed matters as the form 
of pupils progress records as distinct from the content of such records. Statutory 
prescription seemed to us wrong in principle and particularly inappropriate at a 
time when the rigid patterns of past years are disappearing and the benefits of a 
more flexible approach to primary education are being increasingly appreciated. 
We also felt that primary methods must continue to change and develop to the 
extent that what we regard as a forward-looking form of progress record will 
need to be revised, probably within a few years, and that a form of record 
prescribed by regulation could inhibit experiment and development. Accordingly 
we recommend that neither this , nor any other form of pupils’ progress record, 
should be prescribed by regulation but that the Secretary of State should strongly 
urge education authorities to introduce into the primary departments of schools 
under their management, the standard form of progress record shown at Appendix 1 ; 
that secondary schools which have not introduced their own form of progress record 
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should accept and continue to use the standard folder where it has been adopted by 
a majority of their ‘ ‘ feeder ’ ’ primary schools , and that a form of educational 
record such as that described in paragraph 36 and included among the documents 
shown at Appendix 1 should be considered for pupils in stages SI and SII by 
secondary schools which have not already developed their own form of educational 
record. For many schools the kind of educational record shown for the first two 
years of secondary education may not perhaps be suitable, but for some it may 
provide a helpful model or at least a frame of reference. (See paragraphs 35 and 
36.) 

Nature of requirement to keep progress records 

15. While we considered it unnecessary and undesirable for the form of 
progress record for primary pupils to be prescribed by regulation, we wish to 
make it abundantly clear that we are in favour of the continuance of certain 
statutory requirements relating to pupils’ progress records. We think it essential 
to the educational interests of pupils attending education authority schools that 
the headteacher should be under statutory obligation to keep a progress record 
in respect of every pupil under his charge. We also think it essential that progress 
records should be kept up to date, and whatever the form used, that they should 
provide for the accumulation of certain categories of information which we 
regard as vitally important. We accordingly recommend that in respect of all pupils 
attending education authority schools, it should be obligatory on headteachers to 
arrange for information under each of the following headings to be entered, checked 
or adjusted, as necessary, in the progress record of every pupil on the register , at 
least once a year and whenever a pupil is about to be transferred to another school : 

(1) Pupil’s full name and address, date of birth, position in family. 

(2) Name of parent or guardian, note of parent’s or guardian’s occupation, 
and address of his or her place of work. 

(3) Name of other person (within the school or not) with whom contact 
could be made in an emergency ; and relationship of such person to 
the pupil. 

(4) Schools attended by the pupil, with dates of admission and leaving and 
designation of class from which he left. 

(5) Results, with dates, of any objective or diagnostic tests. 

(6) Note of any factors, e.g. irregular attendance, family bereavement, etc. 
adversely affecting educational capacity or attainment. 

(7) Health record, including notes of any disabilities in speech, hearing, 
vision or of any other significant disability, and action taken. 

(8) Emotional/social development, including notes on main features of 
temperament and personality and on home background. 

(9) Record of educational progress during each annual stage, taking account 
of particular aptitudes and interests as well as of performance in basic 
skills. 

There should also be, in respect of secondary pupils, a requirement to provide 
information on any positions of responsibility held within the school, or in any 
other organisations. 
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III. Custody, Transmission, Preservation and Disposal 

Custody 

16. Purposeful use of pupils’ progress records demands that they should be 
readily available to teachers ; but their confidentiality must not be placed in 
jeopardy. In this as in other matters, headteachers must strike a balance between 
personal control and delegation of responsibility. Generally, it will be quite 
appropriate for pupils’ progress records to be kept by the class teacher in a 
lockable cupboard or filing cabinet in the classroom ; but there may be 
circumstances in which a headteacher would wish to keep them directly under his 
own surveillance. In secondary departments the sheer volume of records may 
make it imperative in many instances for direct custody of the pupils’ progress 
records to be entrusted to form teachers, register teachers, housemasters, or 
housemistresses, or perhaps to administrative assistants. Whatever 'the 
arrangements, they should be so designed as to safeguard confidentiality, to 
allow quick reference by teachers or headteachers and to ensure that every 
progress record is regularly revised. We recommend that progress records, 
regardless of the degree to which they do or do not record essentially private 
information ( see paragraph 8) must be treated as confidential documents and , as 
such, must be retained within the school. They should not be made available to 'any 
member of the school staff who does not have good educational reason to consult 
them. 



Transmission 

17. ^ We have already emphasised the need to preserve the confidentiality of 
pupils progress records, and particularly of the standard form of record which 
we recommend. When it becomes necessary to send a pupil’s progress record 
from one school to another, the record should be despatched, in an envelope 
marked Confidential ”. The onus should be upon the ‘ ‘ receiving ” headteacher 
to obtain the progress record from the “ sending ” school. We appreciate that it 
might be difficult to impose such a specific requirement by means of statutory 
regulation. We are clear, however, that the acceptance by receiving headteachers 
of such a definite obligation would be preferable to the existing provision in 
Regulation 18(3)(c)(i) of the Schools (Scotland) Code, 1956. (This requires that 
where a pupil who has been attending an education authority school has been 
wiffidrawn from it but has not finally left school and is not entering another 
school under the same education authority, his progress record must be sent to 
the Director of Education for the area in which he has been attending school • 
the Director of Education must keep the record until it is applied for by those 
responsible for any educational establishment to which the pupil is admitted 
except that the record need not be held for longer than five years.) The exception 
we would make to this general rule is in the case of block transfers from one 
school to another, where the onus should be on the “sending ” headteacher to 
forward progress records to the “ receiving ’’headteacher. 
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Preservation and Disposal 

18. Much, of the information contained in progress records will remain useful 
to schools for a limited period only. Yet reference to a progress record a year or 
two after they have left school may be very important for the careers of some 
pupils, e.g. those who leave at the minimum leaving age with no ‘ paper 5 
qualifications of any kind. We recommend , therefore , that as stipulated in 
Regulation 18(3) of the Schools (, Scotland) Code, 1956, there should be a minimum 
‘ period of preservation ’ of five years , and it should be within the discretion of 
individual authorities to decide whether this should also be the maximum period. 
This recommendation should, however , be subject to the qualification that it would 
be permissible to discard information accumulated in a progress record under 
head (9) of paragraph 15 above, in so far as it referred to primary education, after 
a pupil had completed his second year of secondary education. 
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IV. A Standard Form of Record 



19. From the outset we were fully aware that, by and large, the existing 
prescribed form of progress record had long ceased to be of positive value in 
school and served little or no purpose outside of school. As we have already 
indicated, we think that pupils’ progress records should play a positive part in 
assisting both the educational development of individual pupils and the 
organisation of a school. But progress records should do more, or at least be 
capable of doing more. In particular they should be able to contribute significantly 
to the development of good relations between home and school. All of this should 
be possible without imposing on headteachers or their staffs, teaching and 
non-teaching, an unreasonable burden of administrative and clerical work. 
Considerations such as these, together with detailed study of the possible content 
and layout of a standard form of progress record, led to the multiple form shown 
at Appendix 1 . We recommend this form of record for use in schools in accordance 
with the explanation given in paragraphs 20 to 38 inclusive of its various components 
and their purposes. 

20. As may be seen from Appendix 1, the form of record we recommend 
consists of 

(a) a folder which 

(i) provides for entries relating to administrative information, schools 
attended, nursery class records (if any), results of any objective or 
diagnostic tests, health record, emotional/social development, 
activities and interests, and posts of responsibility held within the 
school or other organisations ; 

(ii) provides for comments at intervals by the headteacher ; 

(iii) has a pocket in which to accumulate completed records of educational 
progress together with such other educational records and 
information as individual headteachers may wish to record and to 
file, e.g. reports by educational psychologists, letters from parents, 
etc. ; 

(b) separate forms for recording the educational progress of 

(i) children in stages PI to P3 ; 

(ii) children in stages P4 to P7 ; 

(iii) children who are mentally handicapped and who are at the primary 
stage in special schools or classes ; 

(iv) children who are mentally handicapped and who are at the secondary 
stage in special schools or classes. 

We also suggest a form of record that might be useful for recording the 
educational progress of pupils during the first two years of secondary education 
(see paragraphs 35 and 36). We recommend that the record folder should be 
available in two different colours, one for boys and the other for girls. 

21. There is one particular feature of the recommended form of educational 
record to which we wish especially to draw attention. It is designed as a dual 
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purpose form : completion on any one occasion enables one copy to be retained 
in the folder and another copy to be sent home to the child’s parents as a report 
card. A fuller explanation is given in paragraph 33. In considering the form of 
educational record we gave special attention to the question of its dimensions. 
We noted that the international standard “ A ” range of paper sizes were 
increasingly being used in commerce and industry and in government service, and 
we decided that for our purpose the size “ A4 ” would be the most suitable. It 
will fit tidily into the pocket of the recommended folder illustrated at Appendix 1 . 
Moreover, the copy for parents is so designed that it can conveniently be used 
with a matching ‘ ‘ window ’ ’ envelope of a size recommended by the General 
Post Office. 



Commentary on particular sections of the recommended form of progress record 

Administrative information 

22. The section calling for administrative information is largely self- 
explanatory. It will be noted that there is limited provision (in terms of space 
for permanent entries) for changes of address and of doctor, but undoubtedly 
the number of spaces will suffice for the majority of children. Entries in the final 
space are to be made in pencil to allow for further changes by deletion and 
amendment. We felt that while in many schools much of the information in 
the ‘ administrative information ’ section either would be known to the teacher 
(and/or headteacher) or would be easily obtainable, it was important in larger 
schools that the information required should be readily available from the record 
card. 

Emotional/social development 

23. Although we appreciate how reluctant some teachers might be to make 
entries about the emotional/social development of individual pupils we draw 
attention particularly to explanatory note (b) of this section of the proposed 
standard form of record. We must emphasise that for the great majority of pupils 
few, if any, entries will be needed, since (apart from entries on attendance) the 
headings used are descriptive categories at the extreme ends of the scale. It may 
be objected that the judgments called for are nevertheless bound to be subjective 
and that in the field of attitude, temperament, emotional development and the 
like, the findings of one teacher might be markedly different from those of 
another. There is also the practical objection that in secondary schools teachers 
are not as favourably placed to know a pupil well as are their colleagues in 
primary schools. 

24. This did not escape our attention. However, we reached the conclusion 
that, on balance, the professional opinion of the teacher about a pupil’s personal 
qualities — where these were significant enough to justify recording — was better 
than a complete absence of considered opinion ; and that while in some secondary 
departments it might be difficult for the headteacher to arrange for completion of 
the section on emotional/social development there should not be any insuperable 
difficulty. It might be that for the (probably very few) cases in which any entry in 
this section will be required, the task could be assigned to a teacher with special 
knowledge of the pupils in question, e.g. a housemaster or housemistress, form 
teacher, group tutor, etc. 
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25. The existence of this section in the progress record is in itself justification 
enough for our insistence that pupils’ progress records must be designated 
“Confidential ” and treated as such. If for good and sufficient reasons it 
becomes necessary to provide any information on the personal attributes or 
family background of a particular pupil for an outside agency (such as a 
children’s panel established under the Social Work (Scotland) Act, 1968), this 
should be done, not by disclosing the progress record, but by inviting questions 
which the headteacher would be able to answer in his own way by reference to 
the record. 

Schools attended 

26. This section does not need any comment. 

Nursery class records 

27. The section on nursery class records is likely in practice to be left blank 
for the majority of children unless nursery education becomes available on a 
much larger scale than heretofore. It may, however, be particularly valid where 
nursery education has been provided in a unit attached to or closely associated 
with a child’s first primary school. Where a child has attended a nursery class, 
any entry will necessarily be retrospective in character, and if not made before a 
pupil has left PI is unlikely to have any significance or validity. The nature of 
the entry is a matter for the teacher completing the record. 

Objective and diagnostic tests 

28. We do not intend by the provision of this section of the record that 
headteachers should be required to administer intelligence tests or objective 
attainment tests to their pupils, yet we would take the view that where such tests 
are administered the results should be recorded. The results of diagnostic tests 
administered by teachers or by educational psychologists are also of value in 
composing the profile of the child and should therefore also be recorded. These 
considerations will apply both at primary and at secondary level. 

Health record 

29. Detailed and confidential medical records for individual pupils are 
kept by the School Health Service. These may not be available to teachers, and if 
they are they may be difficult to interpret. Any information on the health of a 
pupil which is vital to the teacher in the classroom situation should therefore be 
recorded on the progress record so that it is readily available when the pupil 
moves from one class or school to another. Close co-operation between the 
School Health Service and the schools is essential if they are adequately to fulfil 
their complementary functions and this co-operation should include an 
arrangement for making entries in the Health Section of the progress record 
which are relevant to the educational needs of the pupil. 

Headteacher’s remarks 

30. We think that while headteachers, especially in large schools, will wish to 
keep to a minimum the number of entries they themselves make in pupils’ 
progress records, they will scrutinise every pupil’s record periodically and 
comment on significant factors such as are indicated in the introductory notes to 
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this section. The section for Headteacher’s Remarks in the part of the record 
dealing with Emotional/Social Development also provides such an opportunity. 

Activities during secondary school career 

31. Information recorded under the various headings of this section is likely 
to be particularly useful in relation to secondary pupils in their last year at school. 
The section is intended to facilitate the completion of final leaving reports such 
as may be sought by the Youth Employment Service, employers, and 
establishments of further and higher education. 



Documents recommended for inclusion in standard folder 

Educational record 

32. The recommended form of educational record is the core of the pupil’s 
progress record. Certainly, as far as the primary department is concerned, we are 
convinced of its importance and relevance to the content of education and the 
techniques employed in most modem primary schools. At the same time we 
appreciate that in a period of phenomenally rapid development and change any 
recommended form of educational record is bound to be controversial. Yet our 
main purpose has been to design a form of education record that would be 
helpful to the pupil, to teachers and to parents. 

33. The form of educational record we propose is designed to serve both as an 
integral part of the progress record and as a report to parents. Instead of having 
to enter details — probably different details — of educational attainment in a 
progress record and separately in a report card for parents, the teacher using the 
recommended form would, by means of a carbon paper, simultaneously complete 
both documents. The educational record for pupils in primary departments and 
at the primary stage in special schools and classes is so designed that on each 
occasion of completing a report the teacher can add to the carbon copy, in the 
spaces at the top of the form, information of a professional character, e.g. about 
learning methods, any remedial instruction, etc. The educational record is 
supplied in pads of interleaved forms, every second form to provide the carbon 
copy and each preceding form to provide the report for parents. From the 
practical experiments we conducted (see paragraph 1 1) we concluded that the 
general adoption of this form of educational record and report would be 
welcomed by teachers and parents alike. For parents it would provide a more 
realistic and more complete description of what primary schools were trying to 
achieve and how their own children were progressing. 

34. In the form of educational record for stages Primary 4 to Primary 7, the 
entries relating to a pupil’s interests and aptitudes should make the form 
particularly useful at the stage of transfer to secondary education, and should 
give some parents the opportunity of encouraging their children to develop 
interests that would not have been disclosed by report cards of the traditional 
kind. We recall that the Scottish Education Department Circular No. 614 (June, 
1966) suggested that secondary schools might reasonably ask their ‘ feeder ’ 
primary schools for the following information : 

“(a) an assessment of the pupil’s attainments in the basic language and 
mathematical skills ; 
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(b) comment on any special interests and aptitudes, e.g. manual dexterity, 
ability in music, art, creative writing ; 

(c) an indication of his personal attributes and information about his 
background which may bear on his attitude to and his performance 
in school work. ’ ’ 

35. We were greatly exercised by the problem of trying to devise a standard 
form of record that would be of use in secondary schools generally. It seemed to 
us, however, that in the field of secondary education the variety of types of 
internal organisation of schools and classes, and of existing and emerging 
courses, was so great as to defeat any attempt at standardisation. This seemed 
especially true of classes from Sill onwards, where, because of subject choices 
made by pupils at the end of the second year no standard form of educational 
record could economically cover all the subject permutations. Furthermore, not 
only do schools vary considerably in their organisational patterns, but also in the 
nature of the environment of their pupils. Information relevant to the 
circumstances of one secondary school might involve another in needless 
recording. All things considered, we concluded that only for the first two years 
of the secondary course would it be possible to devise a standard form of 
educational record, and that even within those limits, some variation would 
probably be required to meet the circumstances of particular schools. 

36. The suggested form of educational record for pupils in the first two years 
of secondary education therefore provides for entries relating to the key subjects 
which among them form the pattern of the work of these years in virtually all 
secondary schools, entries which should contribute usefully to decisions about 
the pupil’s future educational aims and possibilities. A generous amount of space 
for ‘ ‘ Remarks ’ ’ is provided which, inter alia will enable advice to be conveyed 
to parents about the strengths and weaknesses of the pupil’s abilities. 

Special Education 

37. Most children entering special schools will already have attended ordinary 
primary school and the standard progress record folder containing standard 
record forms for their previous education will be available and can be continued. 
In the case of mentally handicapped children, special forms will be required to 
record their progress in special school at the primary and secondary stages. 
These are reproduced in Appendix 1 ; it is hoped that they will be found to 
reflect adequately the kind of education given in special schools and classes for 
the mentally handicapped at the two main stages. 

38. In the case of other categories of special school children, it would be 
impracticable and in many cases unnecessary to devise special forms. The 
standard record folder should be used for all children and the standard forms 
should be used as far as possible. In the case of children with severe sensory 
handicap it may be necessary to insert ad hoc reports in the folders. 
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V. Summary 

39. Our main conclusions and recommendations may be summarised as 

follows : 

Introduction 

(1) The terms of reference are interpreted as calling for a fundamental 
reappraisal of the requirements for recording pupils’ progress, including 
arrangements for preserving, transmitting and disposing of records (paragraph 

3). 

(2) Because of the limited administrative and teaching resources of schools 
it is necessary to concentrate on recording such information about pupils as 
will be immediately practical and useful rather than on preparing sophisticated 
profiles (paragraph 5). 

(3) The purpose which pupils ’ progress records should be designed to serve 
is to record such information, as may be of value to headteacher or to teacher 
(paragraph 6). 

(4) Certain principles such as individual benefit, practicality, confidentiality 
and propriety must be considered in the design of such a record ; in particular 
the duty placed upon the recorder should be as light as possible consistent with 
the provision of a record which is to have real value (paragraphs 7-9). 

(5) A standard form of record for adoption on a national basis to serve all 
primary pupils and many pupils receiving special education is considered to be 
feasible (paragraph 10). 

Prescription of Form or Content 

(6) Education authorities should be strongly urged to adopt the form of 
progress record shown at Appendix 1 ; on the other hand they should not be 
required to do so by regulation (paragraph 14). 

(7) Although no specific form of pupils’ progress record should be 
prescribed by regulation, there should be a statutory obligation to record, and 
to review periodically, certain categories of information for all pupils 
(paragraph 15). 

Custody, Transmission, Preservation and Disposal 

(8) Arrangements for the custody of pupils’ progress records should be such 
as to permit ready access by school staff authorised to consult them and at the 
same time should be designed to safeguard confidentiality (paragraph 16). 

(9) The headteacher of a school, to winch a pupil who has been attending 
another school is admitted, should be responsible for obtaining the pupil’s 
progress record direct from the headteacher of the previous school, except in 
the case of block transfers from one school to another, when the ‘ ‘ sending 
headteacher should be responsible for forwarding to the ‘ 1 receiving 
headteacher the cards of all pupils transferring. 
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(10) There should be a minimum requirement of five years for the preservation 
of a pupil’s progress record but the educational information recorded when 
the pupil was in a primary school may be discarded at any time after the second 
year of secondary education (paragraph 18). 

A standard form of record 

(11) The recommended form of record, shown at Appendix 1 , is a folder 
which makes provision for recording : 

Administrative information (paragraph 22). 

Emotional/ social development (paragraphs 23-25). 

Schools attended (paragraph 26). 

Nursery class records (paragraph 27). 

Objective and diagnostic tests (paragraph 28). 

Health record (paragraph 29). 

Headteacher’s remarks (paragraph 30). 

Activities during secondary school career (paragraph 31). 

(12) The recommended folder has a pocket for holding completed records 
of educational progress and for any relevant notes and reports by educational 
psychologists and others (paragraph 20 (a)(iii)). 

Educational Record : this record has been designed so that teachers can 
at suitable intervals, prepare a report to parents which will also be 
added to the pupil’s cumulative progress record. Comments on more 
technical aspects such as learning method, need for remedial instruction 
and the like may also be recorded on the copy retained in school. 
Separate styles of educational record have been prepared for the three 
stages, PI to P3, P4 to P7 and for SI and S2 in secondary schools. The 
production of a standardised form of educational record is not 
considered to be practicable to cover all stages in the secondary school 
but a form is suggested which schools may find useful for use for pupils 
in classes SI and S2 (paragraphs 32-36). A separate form of educational 
record is recommended for those pupils receiving special education 
who are mentally handicapped (paragraph 37). 
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APPENDIX 1 

{Paragraphs 19-38 refer ) 

Explanatory Note 

1. The following pages show 

(i) the general design of the folder 

(ii) the detail of the folders, viz. 

administrative information (page 1) ; 
emotional/social development (page 2) ; 

schools attended, nursery class records and objective and diagnostic 
tests (page 3) ; 

health record and Head Teacher’s remarks (page 4) ; and activities 
during secondary school career (on exterior of pocket). 

(iii) the educational record, viz. 

P1-P3 (top copy for parents) 

P1-P3 (bottom copy for school record) 

P4-P7 (top copy for parents) 

P4-P7 (bottom copy for school record) 

S1-S2 (the form would serve as a report for parents and, by the use 
of carbon, a copy could be made for the school record) 

Special school, primary (top copy for parents) 

Special school, primary (bottom copy for school record) 

Special school, secondary (the form would serve as a report for 
parents and, by the use of carbon, a copy could be made for the school 
record) 

2. This report is printed on A5 size paper (148 mm x 210 mm) 

The actual size of the forms (A4) is twice A5— i.e. 210 mm X 297 mm 
The folder is roughly 230 mm x 335 mm 

The next largest size in the A range (A3 — 297 mm X 420 mm) will fit into 
the pocket of the folder if folded in half (it is a feature of the A range of 
paper sizes that each size is exactly half the next largest and the shape is 
always the same because the ratio between the length and width of the 
paper is always 1 : V3- 

3. The educational record will be supplied in pads of 50 sets so that, with some 
wastage, each pad will be sufficient for one report for a class. 

Carbon paper should be 210 mm X 220 mm so as to minimise the risk of 
transferring the name and address of the parent/guardian (to be inserted in 
the box on the top copy) through to the bottom copy. 

It is envisaged that the folder and pads of record forms will be available for 
purchase from H.M. Stationery Office and that carbons and window 
envelopes of the appropriate dimensions will be obtainable from each 
education authority’s usual suppliers of stationery. The International 
Standard DL envelope, x 8f" with a window of size ItV x 3£" set 
from the left hand side of the envelope and 2 " from the top would be suitable. 
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CONFIDENTIAL PUPIL’S PROGRESS RECORD 

ADMINISTRATIVE INFORMATION 
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Notes: (I) fnm birth 



EMOTIONAL/SOCIAL DEVELOPMENT 



(o) to bo reviewed and initialled by the teacher at the end of each annual stage or an change of school; If change is made partway 
through the year, make any entries in pencil. 

(b) an entry (tick) should be made only whore the characteristic shown is significant. 



CLASS OR STAGE 


P3 


P4 


PS 


P6 


P7 


SI 


S2 


S3 


S4 


SS 


SS 


YEAR ENDING 
























Attitude to 
work 


very conscientious 
























lacks application 
























Attitude to 


aggressive 
























timid 
























assured 
























reserved 
























Temperament and 
personality 


enterprising 
























apathetic 
























very reliable 
























unreliable 
























leader 
























easily led 
























persevering 
























easily discouraged 

























HOME ENVIRONMENT 



Educational 


stimulating 
























restricting 
























Emotional 


happy 
























insecure 
























Parental 


too zealous 
























uncooperative 
























Parental 

control 


too strict 
























slack 
























Attendance 


regular 
























irregular 
























Teacher 1 s initials 



























HEAD TEACHER’S REMARKS* 







2nd entry: 




date 


(Head Teacher) 


date 


(Head Teacher) 


3rd entry: 




4th entry: 




date 


(Head Teacher) 


date 


(Head Teacher) 



*to be completed, signed and dated only when pupil changes school 
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SCHOOLS. ATTENDED 



CITY/COUNTY 



NAME OF SCHOOL 



Admission 

No. 



Final 





page 
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HEALTH RECORD 



Tick, where appropriate, any item In which an apparent defect has been noted as being of educational significance. The 
' Remarks " Column provides the head teacher with an opportunity to record e.g. that the defect has been remedied, that spectacles 
have been prescribed or that the pupil appears to have grown out of an ailment to which he was fonnerly subject. 




*enter other disability • e.g. movement, epilepsy, diabetes, bronchitis, asthma, colour blindness. 



HEAD TEACHER’S REMARKS 

(to be completed only when the pupil leaves School/Department) 

Enter 

(a) brief summary a f any comment made in the Health Record Section and on its relevance at pupil's date of transfer; and 



(£) brief comment on any other adver 
background, etc. 


se factors affecting pupil's 


progress, e.g. a b 


ences, part-time education, home 






2nd entry: 




date 


(Head Teocher, 


date 


(Head Teacher) 


3rd entry} 




4th entry: 




date 


(Head TeocherJ 


date 


(Head Teacher) 


5th entry: 




6th entry: 




date 


(Head Teacher ; 


date 


(Head Teacher) 
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ACTIVITIES DURING SECONDARY SCHOOL CAREER 



Positions of responsibility In school: 
fe.p. prefect, magazine editor, club official) 



Membership of school clubs/societlos: 



Positions of responsibility outside school: 
(e.g. youth club leader) 



Membership of outside clubs/socleties: 
(e.g. youth dub, Scouts/Guides) 



Sporting activities and Interests: 



Other noteworthy interests/actfvltles or achievements during school 
career: 

(e.g. King's Scout/Queen’ s Guide/ Duke of Edinburgh'* Award 
Scheme/drama, music, etc.) 
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ary Digitisation Unit 



PRIMARY SCHOOL REPORT 
PI to P3 



Name of schools 



Note to parents: 

The object of th/s report Is to Inform you of your chlltfs 
development In the main language and mathematical skills, 
and also to provide an estimate of whether, In relation to his / 
her own age, aptitude and ability, the degree of effort c on be 
regarded as satisfactory. 

You ore also advised In the report of any special Interests, 
or aptitudes which the class teacher wishes to draw to your 
attention and which merit the encouragement of the home. 

If you wish more Information you are welcome to call at 
the school. 



Name 






SUBJECT 


CLASSIFICATION * 


EFFORT 


Satls- 


Jnsatis- 


LISTENING 


rarely distracted | 














Remarks: 


SPOKEN 

ENGLISH 


communicates fluently | , , 
communicates satisfactorily 
has diffle 










ulty 






READING 


skilled | 










has difficulty 




Remarks: 


NUMBER 


has soec'lal aotltude 1 










uncertain of proces 


ces 




Remarks: 



* Enter tick In appropriate box 



ABILITY TO EXPRESS IDEAS through: 


painting 

drawing, 

modelling, 


soecial aptitude j 
competent 






has difficulty 




movement 


special aptitude | 

competent 






has difficulty 




speech 


special qp//tuc/e| 

. competent 
has dlfflcu 






Ity 




writing 


special aptitude \ 
Co mpeten t 






has difficulty 






ADDITIONAL COMMENT IF REQUIRED: 



( date) 



, (Head Teach 



er) 
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PRIMARY SCHOO L REPORT 
PI to P3 



Name of school: 




Any special help required: 





ABILITY TO EXPRESS IDEAS through: 



sin tin g, drawing, modelling 



SPECIAL INTERESTS: 



ADDITIONAL COMMENT IF REQUIRED: 



(date) 



(Head Teacher) 
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PRIMARY SCHOOL REPORT 
P4 to P7 



Name of school: 



Note to parents: 

The object of this report is to inform you of your 

child" s development In the main language and mathematical 

— “I skills, and also to provide an estimate of whether, in relation 

to his/her own age, aptitude and ability the degree of effort 
can be regarded as satisfactory. 

You ore olso advised in the report of any special 
interests or aptitudes which the class teacher wishes to draw 
to your attention and which merit the encouragement of the 
home. 

If Yau wish more information you are welcome to call at 
the school. 

Nome of pupil: c/oss; 



SUBJECT 


CLASSIFICATION- 




EFFORT 




Satis- 

actory 


Unsatis- 

factory 


LANGUAGE SKILLS 


LISTENING 


rarely distracted | 










easily distracted 




Remarks: 


SPOKEN 

ENGLISH 


communicates fluently 1 

communicates satisfactorily 

has difftcu 










Ity 




Remarks: 


READING 


skilled 1 

comoetent 
has difflc 


1 








Hy 




Remarks: 




WRITTEN 

ENGLISH 


communicates fluently 1 










/ios difficulty 




R emorfcs: 


MA THEMA Tl CA L SKILLS 


HANDLING 

PRACTICAL 

PROBLEMS 


special apt/tude| 










has difficulty 




Remarks: 


COMPUTA- 

TION 


firm grasp J 

competen 


iain 








Remarks: 



* Enter tick in appropriate box 



SUBJECT 



Special 

aptitude 



CENTRES OF INTEREST 

Social studies 
Science 



INTERESTS AND APTITUDES 



C Z“'Z% 








Dramatic 

activities 

Recreative 

reading 

Creative 






















Musical 

activities 

Instrumental 

tuition 
















Physical \ 1 




Other ; 



COMMENTS: 



JHead Teacher ) 
(dote; 
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Marne of school: 



PRIMARY SCHOOL REPORT 
P4 lo P7 




EFFORT 



SUBJECT 


CLASSIFICATION* 


I Satis- 
factory 


Jnsatls- 

factory 


LANGUAGE SKILLS 


LISTENING 


rarely distracted [ 

attentive 


3 








easily distracted 




Remarks: 


SPOKEN 

ENGLISH 


communicates satisfactorily 
has dlfflcu 










*y 




Remarks: 


READING 


skilled 1 

competent 
has dlfflc 










Ity 




Remarks: 


WRITTEN 

ENGLISH 


communicates fluently | 










has difficulty 




Remarks: 



MATHEMATICAL SKILLS 



HANDLING 

PRACTICAL 

PROBLEMS 


special aptitude l 

competent 

has dlffl 


culty 








Remarks: 


COMPUTA- 

TION 












uncertain 




Remarks: 



* Enter tick in appropriate box 



SUBJECT 


Special 

aptitude 


1 Inter- 
red 


interest 



CENTRES OF INTEREST 
Social studies 
Science 



INTERESTS AND APTITUDES 



and crafts 




! 






Dramatic 

activities 

Recreative 

reading 

Creative 






















Musical 

activities 

Instrumental 

tuition 
















Physical J j 




Other 1 ! ! 

languages ! | 



COMMENTS : 



.(Head Teacher) 
(date) 
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SECONDARY SCHOOL REPORT 



Register Class of the pupil: 
Name of school: 



Note to parents 

The object of this report is to Inform you of your child’s 
attainment and progress In the subjects shewn, and- also to provide 
an estimate of whether, in relation to his/her own age, aptitude and 
ability, this progress can be regarded as satisfactory. 

You are also advised in the report of the degree of interest 
shown by your child In each subject. 

Where applicable, the set In which your child has been placed 
for a particular subject Is Indicated by an entry such as 2/3 - meaning 
that he/she has been placed in (he second of three sets. 

For attainment, pupils are assessed In relation to all the pupils 
in their class on a five-point scale as follows:- 

A (well above average), B (above average}, C (average), 

D (below average), E (well below average). 

If you wish more information you are welcome to call at the 
school. 







T 


Hr 








English 














History 














Geography 














Languages: + 




























Mathematics: 














Arithmetic 














Science 














Art 















Crafts 














Technical subjects: 
Cmftwork 

Drawing 


























Homecraft 














Music: 

Instrumental * 


























Physical 














+ 














+ 
















Remarks (to be entered only when n> 



.(date) 



(Head Teacher) 
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SPECIAL SCHOOL REPORT 
(Primary Stage) 



Name of school: 



Note to parents: 

The object of this report is to inform you of your child's 
development in the main language and number skills in a school 
environment specially designed to help him. The report also 
provides an estimate of whether, In relation to his/her aptitude 
and ability, his/her progress can be regarded as satisfactory. 

You are also advised in the report of any special Interests 
or aptitudes which the class teacher wishes to draw to your 
attention and which merit the encouragement of the home. 

If you wish more Information you are welcome to call at 
the school. 



Name 



of pupil: 



Class: 




INTERESTS AND APTITUDES 



painting, drawing, modelling 



:ch 



writing 






OTHER SPECIAL INTERESTS: 



ADDITIONAL COMMENT IF REQUIRED: 



(Head Teacher) 
(date) 
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SPECIAL SCHOOL REPORT 

(Primary stage) 



Name of s chool: 



COMMENTS. ON READINESS for: 




LEARNING METHOD 


Reading: 




Reading: 


Number: 




Number: 


Handwriting: 




Handwriting: 



Any special help required: 



Name of pupil: Class: 
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SPECIAL SCHOOL REPORT 
(Secondary Stage) 

Register Class of the pupil; 

Nate to parents: 

Name of school: The object of this report Is to. Inform you of your child’s 

attainment and progress In the subjects shown, and also to 

Name of pupil: provide an estimate of v/hether. In relation to his/her own 

age, aptitude and ability, this progress can be regarded as 
satisfactory. 

You are also advised In the report of the degree of 
interest shown by your child In each subject. 

For attainment, pupils ore assessed In relation to all 
the pupils In their class on a three-point scale as follows:- 
A - above average B - average C - below average 
If you wish more Information you are welcome to call 
at the school. 




.(date ) 



JHead Teacher)- 
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APPENDIX 2 



Provisions of Schools (Scotland) Code 1956 
on Pupils’ Progress Records 

Regulation 18 

(1) A pupil’s progress record shall be kept for every pupil in attendance at a 
public or grant-aided school. Every record brought into use after this Code 
comes into operation shall be of the size and in the form prescribed in the 
Second Schedule annexed hereto, provided that supplies of records 
conforming to the Pupil’s Progress Record (Scotland) Rules, 1951, which 
are in possession of the education authority may first be exhausted. The 
boy ’s record shall be distinguished by the letter ‘ B ’ printed thereon and the 
girl’s record by the letter ‘ G ’. For pupils in attendance at special schools 
or classes for mentally handicapped pupils there shall be substituted for 
Sections III to VIII of the record an inset in the form set out in the Third 
Schedule annexed hereto. 

(2) Where a pupil who has not previously attended a public or grant-aided 
school first enters such a school, the head teacher shall cause a record to be 
prepared and brought into use for him. Where a pupil who has previously 
attended such a school is admitted to another such school, the record used in 
the school which he previously attended shall be obtained in accordance 
with the procedure prescribed in this Regulation and shall continue to be 
used in the said other school. Entries shall from time to time be made in the 
record in accordance with the instructions contained in the Second Schedule 
annexed hereto. 

(3) Where a pupil is registered as withdrawn from a school — 

(a) if he has finally left school, the pupil’s progress record shall be 
preserved for a period of five years, after which it may be destroyed ; 

(b) if he is entering another school under the same education authority or 
managers, the pupil’s progress record shall be sent to the head teacher 
of that school in the manner prescribed by the authority or managers ; 
and 

(c) if he has not finally left school but is not entering another school under 
the same education authority or managers, the pupil ’s progress record 
shall : 

(i) if he has withdrawn from a public school, be sent to the Director of 
Education administering that school, who shall hold the record 
until the authorities of any educational institution to which the 
pupil is admitted apply for it, or 

(ii) if he has withdrawn from a grant-aided school, be held by the head 
teacher until the authorities of any educational institution to which 
the pupil is admitted apply for it : 

provided that if the record is not applied for within five years, it may 
then be destroyed. 
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(4) The head teacher of a school to which a pupil is admitted after attending a 
school which is not under the same education authority or managers shall 
apply for the pupil’s progress record to the Director of Education or the 
head teacher holding it. Head teachers of public schools shall transmit their 
applications through their Directors of Education. 



46 



Printed image digitised by the University of Southampton Library Digitisation Unit 



Appendix 2 : Extract from Schools ( Scotland ) Code , 1956 : 
Prescribed form of pupil’s progress record 
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I. SCHOOLS ATTENDED 



City or 
County 


SCHOOL 

Name and Postal Address 


Admission 

Number 


Period 


t School 


From 


To 


D. 


M. 


Y. 


D. 


M. 


Y. 































































































































































































































































H. RESULTS OF STANDARDISED TESTS 



Intelligence 

Tests 


Name of Test 


Date of 
Testing 


Age of 
pupil when 
Tested 


Quotient 










































Other Tests 
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HI. NURSERY CLASS RECORDS 



School year 








Possible attendances 








Absences registered 









REMARKS 



IV. RECORDS— PRIMARY I and II 



School year 








Class or stage 








ORAL EXPRESSION 








READING 








HANDWRITING (state whether script or cursive) 








NUMBER 








ART AND HANDWORK 








Possible attendances 








Absences registered 








Initials of Teacher 









Instructions : — Pupils should be graded in five categories, viz., A (well above average), 
B (above average), C (average), D (below average), E (well below average). The letter of the 
category into which each pupil falls should be entered opposite the name of each branch of 
instruction. 

REMARKS 
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V. RECORDS— PRIMARY IH-VH 



School year 


















Class or stage 


















ORAL EXPRESSION 


















READING 


















WRITTEN 

EXPRESSION 


















ARITHMETIC 

(Formal) 


















ARITHMETIC 

(Problem) 


















HANDWRITING 


















ART 


















HANDWORK 


















HISTORY 


















GEOGRAPHY 


















NATURE STUDY 


















MUSIC 


















PHYSICAL 

EDUCATION 






















































Possible attendances 


















Absences registered 


















Initials of Teacher 



















REMARKS 



Instructions : — Pupils should be graded in five categories, viz., A (well above average), B 
department only the three categories A (well above average), C (average) and E (well below 
the category into which the pupil falls should be entered opposite the name of each subject. 
40% in C, 20% in D and 10% in E. In the primary department, if there is more than one 
applied in grading all the pupils at that stage. In the secondary department, however, in 
in his year, but in relation to those in his class, unless there is more than one class in the year 
classes. Within the class or the group of classes the proportions of the pupils allotted to each 
to be read in conjunction with the type of course which the pupil is shown as following. 
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VI. RECORDS— SECONDARY DEPARTMENT 



Date of promotion to secondary department 

Type of course approved by the Promotion Board., 

Type of course actually followed „ 

(including any changes and dates of changes) 



School year 


















Class or stage 


















ENGLISH 


















HISTORY 


















GEOGRAPHY 


















ARITHMETIC 


















MATHEMATICS 


















SCIENCE 


















ART 


















MUSIC 


















PHYSICAL 

EDUCATION 


















OTHER SUBJECTS 




































































































































































Possible attendances 


















Absences registered 


















Initials of Teacher 



















(above average), C (average), D (below average), E (well below average), but in the primary 
average) should be used for nature study, music and physical education. The letter of 
As a general rule about 10% of the pupils at any stage should fall into category A, 20% in B, 
class at any stage, the head teacher should endeavour to ensure that the same standard is 
view of the diversity of courses, the pupil should be graded not in relation to all the pupils 
following the same course, in which case the grading should relate to those in that group of 
category should as a general rule be the same as those indicated above. The grading will have 
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REMARKS ON SECONDARY RECORDS 



VII. CERTIFICATES AND DISTINCTIONS GAINED (WITH DATES) 



Vm. POSITIONS OF RESPONSIBILITY HELD IN SCHOOL 



52 



Printed image digitised by the University of Southampton Library Digitisation Unit 



IX. MEDICAL INFORMATION BROUGHT TO NOTICE OF TEACHER 



Date of 
Entry 


Particulars 


Initials 































































Note .-—Long periods of absence due to illness or accident should also be recorded. 



X. BACKGROUND INFORMATION 



School 

year 


School or other than school 
organisation^) to which attached 


In employ- 
ment during 
school session 
(“yes” or “no” 


Home cir- 
cumstances 
normal (“ N”) 
difficult (“D”) 
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General Instructions for the Completion of the Record 

1. Entries in the record shall be made and initialled by the teacher or teachers nominated by 
the head teacher to perform this duty. 

2. Entries in Section IQ, except those relating to attendance, which shall be made at the end 
of each school year, shall be made when the pupil leaves the nursery school or class. Entries in 
Sections IV, V and VI shall normally be made at the end of each school year and also when the 
pupil leaves the school, if this takes place other than at the end of a school year, provided that, 
if the pupil leaves early in the first term no entry need be made at that time in respect of 
attainment, and if the pupil leaves late in the summer term a further entry in respect of 
attainment need not be made at the end of the school year by any other school to which he has 
been admitted. 

3. Entries in Sections III, IV, V and VI under ‘ ‘ Remarks 5 ’ shall be initialled and dated by 
the teacher making the entry. They shall be confined to any special circumstances which have a 
bearing on the pupil’s progress and which will be helpful to teachers under whose charge he 
may later pass. 

4. Entries in Section IX shall relate to information regarding the health of the pupil which 
will enable teachers to ensure that due regard is had to any disability from which he suffers. 



Extract from Regulation 18 of the Code 

(3) Where a pupil is registered as withdrawn from a school : 

(а) if he has finally left school, the pupil’s progress record shall be preserved for a period 
of five years, after which it may be destroyed ; 

(б) if he is entering another school under the same education authority or managers, the 
pupil’s progress record shall be sent to the head teacher of that school in the manner 
prescribed by the authority or managers ; and 

(c) if he has not finally left school but is not entering another school under the same 
education authority or managers, the pupil’s progress record shall — 

(i) if he has withdrawn from a public school, be sent to the Director of Education 
administering that school, who shall hold the record until the authorities of any 
educational institution to which the pupil is admitted apply for it, or 

(ii) if he has withdrawn from a grant-aided school, be held by the head teacher until 
the authorities of any educational institution to which the pupil is admitted apply 
for it : 

provided that if the record is not applied for within five years, it may then be destroyed. 

(4) The head teacher of a school to which a pupil is admitted after attending a school which 
is not under the same education authority or managers shall apply for the pupil’s progress 
record to the Director of Education or the head teacher holding it. Head teachers of public 
schools shall transmit their applications through their Directors of Education. 
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Pupil’s Progress Record : Inset for Mentally Handicapped Pupils 
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Date of leaving Special School or Class Age on leaving.. 



RESULT OF EDUCATIONAL TESTS 



At about age 15 


Educ. 

Age 










Name 
of Test 










At about age 13 


Educ. 

Age 










Name 
of Test 












Educ. 

Age 










At about age : 


Name 
of Test 










0\ 


Educ. 

Age 










At about age 


Name 
of Test 










t" 


Educ. J 
Age 










At about age 


Name 
of Test 










SUBJECT 


READING (Silent) 


READING (Oral) 


SPELLING 


ARITHMETIC 
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Possible 

attendances 



TEACHER’S ANNUAL REPORT ON ABILITIES 
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TEACHER’S ANNUAL REPORT ON BEHAVIOUR 
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